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How to Navigate in Advantage in ESS 3.11
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Goal & Objectives

Goal: After taking this class, users will know how
to navigate in Advantage ESS 3.11

Objectives:

« How to log into Advantage ESS 3.11

« How to navigate in Advantage ESS 3.11
« How to sign out of Advantage ESS 3.11
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How to log into Advantage ESS 3.11
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How to log into Advantage ESS 3.11

The first time you log in to ESS, you will be required to set up your Password Hint.
After answering the security questions, select Save & Continue.
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The following passwecrd hint fields are reguired before you can log inte the application. This infermation is reguired o resed
wour password by clicking the Foagot Your Passwond link on the login page.
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How to navigate in Advantage ESS 3.11

After logging in, you will see the Home screen. Here, you can view your profile, update emergency
contacts, update your address, process name changes, and manage your password.
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How to navigate in Advantage ESS 3.11

This is the Time and Leave tab. To view your leave balances, first select
Time Information and then View Leave Balance.

X Travel and Expense

Attendance Card

TLAC - The Attendance
Month and Year and ¢

M Performance g Workers' Comp

$ Compensation [P Benefits
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How to navigate in Advantage ESS 3.11

The Compensation tab allows you to view and print pay statements. To begin, Enter a Year
and select Submit. This will return a list of issued checks. To view or print a check, select

the document icon in the Download column. .
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Risposition Information
2013 R
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At the prompt, you will have the option to Open or Save the document file.




How to navigate in Advantage ESS 3.11

The Compensation pag|e is also where you can view and print W2's for previous years.
ﬁ Compensation B Benefits =7 Perfermance

Tax Information

CTAXINF = “ZWiew vour tax forms=s, requast duplicates and create VW-4 forms from this widget.
Additionally, you can view your Ta=x VWithholdings/Allowances.
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VWiew and Request Duplicate Tax Forms

Federal Tax ID
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[ 1 ESSTAXA - | would like a duplicate copy of the highlighted Tax Form. Plaease use this functionality if
you are unable to print the attached PDF Tax Form on your own. A confirmation email will e sent 1o
your email address upon successful receipt of the duplicate regquest.
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How to navigate in Advantage ESS 3.11

Pay and Deduction Summary information can also be viewed in the Compensation tab.

CGl Advantage :ss =
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View Pay and DedL ction Details I

‘ Pay and Deduction Summary

Cc = = syeahic Deduction Summary information on this widget. Choose a line in the grid below to view differant years cr search
to refine your selection.
Search
Pay =U ary Deduction Summany
Tax Entity Fringe Pay Pay Annual =
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2017 1 PayType | Yes EﬁgION
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WORK

2017 1 Fay Type Yas COMP

2017 1 Pay Type Yas ﬁgﬁgp

2017 1 Pay Type  Yes STATE : ; -




How to navigate in Advantage ESS 3.11

There is an option on the Compensation tab which will allow employees to opt out of
receiving a paper copy of their W2.

Electronic W-2

Would you like to go paperless and receive your W-2 form electronically ?If yes, check the
box below and click submit. You can uncheck the box at any time and click submit to
change your paperless option.

Paperless;

Effective Date;

[ ESSTAXBICTEXT - | consent to opting out of paper distributions of the W-2 & W-2C
Tax Forms. Electronic versions of these forms will be available for download and print in
ESS. Paperless consant will ba effective for the current tax year and all future pericds
until you a) withdraw your consent or b} you are no longer employed by the City of CGI.

NOTE: The option to OPT-OUT of receiving a paper copy W-2 may be maodified to an option

to OPT-IN to receiving a paper copy. This is a topic currently under discussion by the
implementation team.




How to navigate in Advant}age ESS 3.11

On the Benefits tab, you can view information about Employee Benefits and Deductions.
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| 4 Benafits
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‘ Employes Benefits and Deductions

Berefits and Deduction information on this screaen.

Primary
Title Ty pre Flarmn Armeuant Percesmnt =101 From T
Physician

LS =y 11/30/2012 12/31/9901

DED DED
DEF
DEF CMP -
T ChP- O1/01 /2015 1231 /99091

1S RAA

LIFE INS
S

O8/25/201% 08/23/2014

SPSL OR252015 DIRFPRZFNS

Appt ID: From: 11/30/2012

Tithe: To: 12/31./90905%
Payment Freguencsy: B Gaoal Armount:
T @ EEB P Goal to Date Total Amounts
. HMET Pay -
Plan: DED Goal Type:

Parcent: Deducticon Freguemncy:
. Owvertime Deduction
Aomaurt: Category:

Frimary Care .

Fhysician: Category Cap:
Annual Cap Amount:

Life Event Enrollment: false

O pen Enrcliment: false
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How to navigate in Advantage ESS 3.11

When accessing the Benefits tab, Benefits Enrollment
Wizard, an error message will be displayed since this wizard is
not functional. Please contact the HR/Benefits Manager for
further information regarding benefits enroliment.

% Compensation

EBEA entry is not found! Please contact system administrator.

Welcome to the Benefits Wizard! We are pleased to announce the newest offering in 24-ho
to the organization, experiencing a life event, or making changes to your elections during of
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"Fé, Time and Leave % Compensation B Benefits .Eil. F'erfﬂrrnancﬁ

Evaluations Expectations Learning and Career Development Training Profile IMMH

Mo Employee Incident Record Found

Mame:

Incident Type Reference Number Incident Date Incident Status

The Incidents tab will be used to capture extended leave
events.




How to navigate in Ad’vantage ESS 3.11

The Performance tab is where you can see your Past Evaluations.

CGl Advantage ess
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&y Home i Time and Leave % Compensatior Benefils T Workers' Comp

Incidents ]

Current Self Evaluations [0]

Mo Records Found | No Records Found

Evaluation
Evaluation Evaluation Ready for
Typae Dus Date Mext Lavel

Mama Ewvaluation Type Rating Manager Mamea
Marrie

Past Evaluations [4]

Next Level Mo Records Found
Mama Year E‘:::I:ﬂtbf Manager ‘::;:.‘n“ e
oLl Mams Evaluation Type  Rating Manager Mams
0Q222014 PROB
011 V20ME PROB

OS/2B/201 3




How to sign out of Advantage ESS 3.11

|To sign out of ESS, use the Logout icon from any tab.

Accessibility | Contact | ® Help My Jobs | » Hello, fi= Logout

CGl Advantage ess

g HOMe E Time and Leave ¥ Compensation B Eenefits a1 Performance Y% Workers' Comp

rd

Welcome!

HPWEL - Welceme | Choose a link below to view your infarmation ar to make updates to
your profile information and password.

z View Profile 0 Update Emergency Contact & Password Management

| ﬁ"gpdata Address f Frocess Name Change

INOI.*ﬂcaﬂons
Nate Tune Messane LRI Nelate

HPWORK - View and modify your w
in progress and track completed we

Date
:::nu'me Status  Last Appni
Meodified




How to sign out of Advantage ESS 3.11

After logging out, the Logout successful screen will display.

e http://10.105.8.152:443,/5H1E552: [ESSTtimeoutRel oed=truedlogout=trueStimeoutReload=true

Logout successful.

Please try to log in again.




Thank You!

This concludes the navigational
training for Advantage ESS 3.11
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